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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to determine the extent to which the 
various methods and techniques of instruction are used in first-year type-
writing in the schools of Mas sachusetts. 
Analysis of the Problem 
The following subordi nate problems were included in t his stuqy: 
1. To what extent is demonstration by the teacher used 
as a technique in teaching typewriting? 
2. Primarily which a pproach is used in teaching type-
vrri ting--the speed approach, the accuraqy approach1 
or the combination approach? 
3. Which method of teaching the keyboard have teachers 
found to be most successful--the vertical, the 
horizontal, or the combinat ion methods? 
4. !Then is erasing taught and to what extent do students 
erase after it has been introduced? 
5. Which techniques are being used to develop proof-
reading skills? 
6. To what extent is pretranscription stressed in the 
typev~iting class? 
7. How frequently is dictation given to the student at 
the typewriter? 
a. To what extent are audio-visual aids used in the 
typewriting classroom? 
:1 
9. Which related typing activities do first-year students 
perform such as typing tor the school paper or typing 
for the school? 
10. Which devices are used most frequently to increase 
accuracy? 
11. Which devices are used most frequently to increase 
speed? 
12. What provisions are made for individual differences? 
13. What motivation devices are used in first-year 
typewriting? 
Justification 
Typewriting today has reached tremendous heights in the schools. This 
training is indispensable for those who seek employment, for those who wish 
to enter college, for those already in business, and even for those who will 
use typewriting for personal use. This study will attempt to induce 
teachers to critically analyze their own methods of teaching first-year 
typing and compare them with the methods used by other teachers. .A.f'ter the 
business teachers stu~ the various methods of instruction used in 
Massachusetts, they may experiment to find out which methods are really the 
most successful for them. Such a study does not allow the typewriting 
teacher to become too complacent, but rather more aggressive to keep abreast 
of the current trends in teaching typewriting. 
This stu~ attempts to determine which methods are the most comm~ 
used. ~ determining the number and the extent of different procedures used, 
a clear picture of the kind of methodology practiced in the classrooms or 
2 
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Massachusetts may be visualized. 
Very frequently methods of instruction are published in textbooks, 
periodicals, and research studies. These methods are published to help 
the classroom teacher improve his methodology by bringing into the 
classroom newer ideas and methods. By determining what is actually done in 
the schools, one may see the extent to which the newer methods are ca_;:ried 
into the classroom. The need for bringing the newest ideas into the 
classroo.m is emphasized by Dr. Jessie Grahaml in the following passage: 
The researchful teacher is one who keeps his own outlook 
on teaching fresh and enthusiastic while adding to the interest 
and pleasure of his pupils. 
How does this researchful teacher achieve this happy state? 
By constant~ conducting little experiments and tryouts and by 
planning other deviations in teaching procedure. 
Albert C. Fries2 believes that t,ypewriting teachers should read enough 
research to be able to evaluate it critically. 
Wider publication of research material will result in 
greater research consciousness. Research is a valuable tool 
for the improvement of instruction, but it must be wisely used. 
Effective use of such material cannot be made unless the 
teacher is able to determine its merits. It follows, then, 
that if we as classroom teachers of typewriting, or a~ subject, 
are to benefit by the research done in our field, we must be 
able to evaluate critically. 
!Graham, Jessie, "The Researchful Teacher," Business Teacher, 
November, 1949, P• 41. 
2Fries, Albert c., "Some Contributions of Research to the Teaching of 
T,ypewriting," Improved Methods~ Teaching ~Business Subjects, Monograph 
2!• P• 27 • 
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Delimitation 
The questionnaire sent to the schools of Massachusetts consisted of 
29 methods and techniques of instruction carried out by teachers of first-
year t ypewriting. The questions were set up so that a check mark, a word, 
or a figure could be used to answer most of the questions. Grading , testing, 
and evaluating were not included in this study. This questionnaire vms 
sent to teachers of first-year t ypewriting in each of the 245 high schools 
with business departments in Massachusetts. 
Organization Into Chapters 
Chapter I includes the statement and nature of the problem. In Chapter 
II, selected related literature on typewriting methodology is reviewed. 
This information was obtained from various books, periodicals, and research 
studies. Chapter III includes the procedures followed in making this 
survey. In Chapter IV, the returns from the questionnaire sent to 245 
public high schools in Massachusetts are tabulated and summarized. In 
Chapter V, the summary, conclusions, and recommendations a re made fro.m the 
data gained through the study of typewriting procedures. 
---==-===== -...::.=... ==- -=---===----~ 
CHAPTER II 
RELATED LITERATURE 
This chapter includes a discussion of the important trends in t ype-
writing methodology. These trends were taken from various textbooks, 
business periodicals, and research studies. Those typewriting practices that 
were deemed pertinent to the items covered in the questionnaire are analyzed 
and set forth in this chapter. 
The demonstration technique seems to be a major factor in the teaching 
of typev~iting. In 1941 James M. Thompsonl remarked: 
Students like to see the tea cher type. To see him demonstrate 
his skill heightens t heir confidence in his instruction. 
In 1944 Clyde W. Humphrey2 pointed out the effectiveness of 
demonstration. 
An accurate demonstration of a type1~iting skill is one of the 
most effective techniques of t eaching that skill. 
In 1945 Clyde ¥ . Humphrey3 again emphasized demonstration: 
The demonstra t ion of a skill is one of the most effective 
techniques of tea ching the skill. Mere word descriptions of a 
skill to be performed do not convey to the le arner concise ideas 
of what he is supposed to doe 
lThompson, James M., "Tips for Typing Teachers," Journal of Business 
Education, December, 1941, P• 24. 
2Humphrey, Clyde W., "Here 1 s How To Get Results in Training Good 
Typists," Journal of Business Education, November, 1944, p. 27. 
3Humphrey, Clyde W., "Here 1 s How To Do More Teaching in ~ss Ti me," 
Journal of Business Education, January, 1945, P• 23. 
5 
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In 1949 Louis C. Nanassy and Julius Nelsonl advocated de.monstration 
when they wrote: 
Demonstrate proper performance and teach pupils to compare 
their own performances with your more skillful one. 
In 1949 John L. Rowe2 strongly emphasized the use of demonstration: 
•••• The teacher should constantly demonstrate the various 
typing and shorthand skills for every learning phase. Teachers 
must be able to perform the skills they teach. ~ demonstration 
they can s how rather than tell. Demonstration can give a clearer 
picture of what is expected. 
The typewriting approach which teachers use in the classroom is of 
great importance. Many arguments for and against all the approaches have 
6 
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been published. George L. Hossfield3, a leading authority in the field of 
typewriting, favors the accuracy approacha 
I believe the first essential in typewriting is, and should 
rightfUlly be ac curacy • 
••• What good is speed with errors? If time is taken to correct 
each error with an eraser, figure out the speed even if the typist 
is able to write at a rate of 100 words a minute. 
lNanassy, Louis c. and Nelso~Julius, "Some Pri nciples of Learning 
Applied to Typing," Business Education World, June, 1949, P• 610. 
2Rawe, John L., "Some Principles of Teaching Motor Skills," Business 
Teacher, September-October, 1949, P• 13. 
3Hossfield, George L., "Five Essentials for Speed in Typewriting," 
Journal of Business Education, October, 1940, P• 40. 
-t 
In 1943 Margaret E. Colesworthyl wrote an article advocating the 
effectiveness of the speed approach: 
The speed a pproach enables the beginning student to type, 
fro.m the start, somewhere near the rate he will use later, say, 
forty words a minute or more. From long study of the psychology 
of skill, three conclusions were arrived at by Dr. Blackstone 
as a basis for the method. They are: 
1. .An accuracy approach to typewriting is 
difficult because it calls for precise 
movements by muscles that are not 
trained to make them. 
2. Typing, like other skills, should be 
taught, fro.m the start, at a pace 
somewhere near the rate at which it is 
to be used later, say, forty words a 
minute. 
3. Students cannot type rapidly at the 
start if they have to choose among a 
dozen or more keys, so fewer keys 
should be taught at a time. 
Blackstone and Smi th2 in their text Improvement of Instruction in 
Typewriting believe that the development of speed and accuracy should be 
developed sim.ultaneouslys 
Although today few teachers require their students to type 
perfect copies of exercises, many of them stress accuracy first 
and quote the adage "Strive for accuracy first; speed will take 
care of itself11--repeated so often that it has all the force of 
tradition behind it. There is doubtless, little psychological 
truth behind this adage. MaQy a teacher, after he has succeeded 
in developing accuracy in his students during one semester, tries 
to develop speed in the second semester. Although he contin-
ually urges his students to retain their accuracy as they 
gradually accelerate their speed, he finds, at the end of the 
lColesvTorthy, Margaret E., "Why Type Slowly--Ever?" Journal of Bu.siness 
Education, December, 1943, P• 18. 
2Blackstone, E. G., and Smith, s. L., Improvement of Instruction in 
!Y£ewriti~, Prentice-Hall, Inc., New York, 1936, P• 153. 
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second semester , that while they have developed speed their 
accuracy has suffered severely. Suoh a result merely proves that 
accura~ and speed must be developed simultaneous~--each cannot be 
attained separately. 
Viola DuFrainl made a study on the effectiveness of emphasizing speed 
first. She i.s a firm advocate on emphasizing the speed approach. The 
following conclusion of her study expresses her views: 
The results of this experiment embody considerable evidence 
in favor of the following tentative conclusion: Emphasizing 
speed before accura~ in elementary typevr.riting is practicable. 
This means that , with reasonably equal motivation, students can 
force their speed to the 100-stroke level in continuous writing 
sooner by attending primarily to speed rather than primarily to 
accuracy, even at the beginning of the learning process , and 
that they can attain this relatively high speed level in spite 
of a relatively high error rate despite the traditional 
assumption of slight hesitations associated with errors . This 
means that, with reasonably equal motivation, students can 
reduce their high error rates phenomenally in a subsequent 
emphasis on accuracy . They can develop techniques wh.e eby they 
can force their speed to the 150-stroke level in a second 
emphasis on speed and can reduce their high error rate in a 
second emphasis on accuracy. It means that they can gain a 
superior speed rate during the speed emphasis and maintain this 
rate during the subsequent accuracy emphasis , compared to 
students who emphasize accuracy fram the start and write with a 
law error rate and a gradually increasing speed. 
The correct keyboard approach has undergone much controversy. Many 
ways of teaching the keyboard to the students have been suggested by 
people in the typewriting field . Leonard J. Weisberg2 recommends the word 
approach: 
I should like to recommend, instead, the use of words and 
sentences right from the start t o teach key locations and to 
build initial mastery of stroking. A word and sentence 
l DuFrain, Viola, The Practicability of Emphasizing Speed Before 
Aoourasr ~Elementary T,ypewriting, Unpublished Doctor's Dissertation, 
University of Chicago, 1944, P• 84. 
2weisberg, Leonard J. , "A .Modern Approach to Keyboard Learning , " 
UBEA Forum, October, 1949, P• 29 . -~-~-
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presentation is one in which almost no practice on individual 
letters takes place. There are absolutely no location drills~ no 
rhythm drills, no facility drills--no practice of any kind on 
meaningless combinations of letters. The learner types words and 
sentences exclusive~. Just imagine the feelings of accomplishment 
of such a student--as compared to those of the pupil who has spent 
a large part of his first day manful~ prancing or, perhaps, groping 
through 11frftf space." 
From the ]mprovement ~ Instruction in Typewritin~ Qy Blackstone and 
Smith~, the horizontal and vertical approaches are suggested: 
The first method used for teaching the keyboard was probably 
the home-row, or horizontal method. In this procedure the student 
was taught the home row, and used all his fingers from the 
beginning. After the home-raw was learned, excursions to the 
upper and lower rows of keys were made. A little later the one-
finger-at-a-time, or vertical approach was suggested by one of 
the leading publishing houses. In this procedure the student is 
taught all the keys to be struck with the first fingers; and so 
on. In regard to this method Harold H. Smith says: ••• is it 
better to try to associate one character with each of eight 
fingers or to associate one character with each of two ho.molgous 
fingers (for instance, the index finger of each hand)? 
The problem of erasing in first-year typewriting seems to be a very 
debatable problem among teachers of first-year typewriting. In 1941 
James M. Thompson2 realized that erasing is a skill which must be taught 
when he wrote: 
Teach students how to era se properly . A logical time for 
this is during the teaching of letter writing or some time during 
the second semester. 
lBlackstone and Smith, ~ ~., P• 167 
2Thompson, James M., 11Tips for Typing Teacher s," Journal of Business 
Education~ December, 1941, p. 24. 
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In 1942 Irol V. Whitmore! stated the necessity of teaching students 
the proper techniques of erasinga 
As a classroom teacher, I should be sure that ~ students 
did not overlook any error~, and that they used the proper 
techniques in making corre tions. Especially should I see to 
it that opportunity was given for practice in erasing carbon 
copies--and more than one at a time. 
In 1943 R. J. Thomas2 wrote not only of the necessity of teaching 
erasing, but emphasized the use of constant practice: 
The ability to make an erasure correctly, skillfully, and 
efficiently is an art which must not only be taught, but which 
must be practiced in much the same manner as other typing 
techniques such as setting the marginal stops, centering and 
tabulating. 
In 1945 Earl Clevenger3 stated that the students should be taught those 
slills which are used in the office and that erasing is a major one: 
It is desirable to teach the student h~; to do the thing that 
he will be expected to do, when necessary in the business office, 
for the average businessman is usually not inclined to want a sheet 
of typed material destroyed simply because the typist makes a 
correctable error near the end of the page . He usually prefers a 
neat inconspicuous erasure. 
In 1950 J. P. Hofer4 viewed the issue of erasing in a practical manner: 
All people in the world make mistakes. So, why not teach 
students to make neat, mailable corrections as that is what 
office managers now require. 
!Whitmore, Irol V ., "Teachers Have Asked Me ," Business Education 
World, September, 1942, P• 38. 
2Thomas, R. J., "A Lesson On Erasing," Balance Sheet , April, 1943, 
P• 354. 
3Clevenger, Earl, "Teaching Erasing in the Typing Class," Balance Sheet, 
Februar,y, 1945, P• 212. 
~ofer, J.P., "A Dissertation on Erasing, 11 Business Education World, 
February, 1950, P• 302. 
II 
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William Towle Gibbsl~ who conducted an experiment on £orced correction 
~£ errors, believed t hat the teaching o£ erasing is a duty of the teacher 11 
in order to keep up with modern standards: 
Comparisons of classroom practices with those of modern 
bus~ess of fices reveal a definite inconsistency. In the office, 
the eraser is used whenever correction can be used neatly and 
ef£iciently to sa~ time and prevent waste of valuable materials. 
Under the circumstances the typewriting teacher cannot justify 
the practice of prohibiting the use of the eraser in the class-
room; instead he or she should accept the responsibility £or 
proper instruction in the use of the tool. 
Sister Mary Generose Musial2 believed that the progressive attitude 
toward erasing is one that develops the proper psychological attitudes 
within the students: 
The change in attitude toward erasing has been brought about 
because progressive teachers felt that no one could type without 
errors, and i£ the student is required to type a perfect copy~ a 
nervous tension arises and in~ instances, he makes more 
errors than he othenvi se would. I£ the student knows how to 
erase, then he knov1s he must erase, and if it is done neatly, 
there will be no penalty. This develops a much better psycho-
logical and mental attitude. 
The skill of proofreading is one, which most educat ors will agree, 
that must be taught to pupils in the t ypewriting class. Students must be 
trai ned t o proofread rapidly and accurately in order to be qual i fied as 
workers in business. In 1941 James M. ThompsonS wrote: 
lGibbs, William Towle~ An Experiment ~ Determine the Effectiveness 
of Forced Correction of Errors~~ Technique for Developing Control~ 
First-Year Vocational Typewriting, Unpublished Master's Thesis, Boston 
University~ 19491 P• 3. 
2Sister Mary Generose Musial, Trends~~ Teaching of !YPewritin$, 
Unpublished Master's Thesis, De Paul University, 1945, P• 44. 
3Thompson, James, M., op. cit. p. 24. 
---=---=--
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Teach students to find their own errors. All papers turned 
in should have the errors circled and total number of errors 
indicated on the front page. 
Sister Mary Naomi Fitchl stressed the importance of developing proof-
reading skill in training our students for the business world. 
Because of the great importance attached to accurate work in 
an office~ proofreading is essential. The procedure followed may 
vary with the nature of the material . For some work it is generally 
sufficient to read it carefully before removing the work from the 
machine. other work should be proofread with the aid of a co-
worker. Especially is this true of work typed from rough draft. 
The art of proofreading and the use of copy reader's marks should 
be taught in school. An error made in the classroom usually 
affects only the person who made it. An error on the job has more 
serious and far-reaching effects, so students should be taught to 
check all work carefully and in the most efficient manner possible. 
In 1950 Helen McConnell2 expressed the modern conception of proof-
reading: 
Every typing student should be an expert in proofreading. 
Proofreading should , in fact, be emphasized so strongly that 
students automatically proofread every piece of work they type. 
Students must accept the responsibility for proofreading their 
work--even if the teacher must exact hard penalties for failure 
to do so. 
In 1946 Louise J. Sloa.n3 empha!ized the fact that the typing teacher 
through pretranscription training is able to contribute much to the success 
of the transcription program' 
The success of any student of transcription depends to a 
large extent on the quality and quantity of his training in the 
typing room; therefore, the instruction in that department has 
lsister Mary Naomi Fitch, Summary ~ Annotated Bibliogra_p!ll .£.!: ~ 
Periodical Literature ~ Methods 2f Teaching Typewriting, Unpublished 
Master's Thesis~ University of I~m, 1948, P• 55. 
2McConnell, Helen, 11 The Pretransoription Responsibility of the Teacher 
of Typewriting," Business Education World~ January, 1950, P• 244. 
3sloan, Louise J., ncorrelated Pretranscription Training," Business 
Education World, June, 1946, P• 541. 
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an important part in the pretranscription program. It is that 
instructor's duty to train the student so that he is thoroughly 
skilled in the mechanics and techniques of the typewriter before 
he begins transcription. Almost daily there is an opportunity 
in the typing room to build up good transcription habits. 
Dictation to the student at the machine is advocated by 
Louise J. Sloanl as a technique to be used by typewriting teachers in type-
writing: 
Give as much "dictation to typewriter" as time permits. 
Dictate words and sentences; then aragraphs; then short letters. 
A few minutes at a time will be of inestimable value, for the 
student will have had experience in spelling and punctuating 
mentally and in thought phrases. Such practice goes a long way 
in helping students to bridge the chasm between straight-copy 
typing and transcribing from shorthand notes. 
Anthony E. Coute2 stated that dictation to the machine is an effective 
technique: 
Occasionally give direct dictation at the machine. It will 
increase the interest of your students and they will enjoy doing 
it. You will increase their retention power, and at the same 
time their fingers will move quickly to get everything down on 
paper. 
D. D. Lessenberry3, well-known authority and author in the field of 
typewriting, wrote: 
Direct dictation is an effective teaching procedure that can 
be used with a~ method. It should be started in the first week 
2conte, Anthony E., "Incentives for Teaching Typewriting," Balance 
Sheet, December, 1949, P• 154. 
3Lessenberry, D. D., "Basic Principles of Drill in Typewriting," 
Balance Sheet, September, l948, P• 12. 
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of typing. Through the wise use of this device, stude~ts can be 
stimulated to a readier response, word recognition can be devel-
oped easily, and typing power can be achieved quickly. 
The following are devices for developing accuracy summarized from the 
Improvement of Instruction of ~pewriting by Blackstone and Smithl: 
1. The combination of letters upon which errors are commonly made 
is presented so many times and in so many forms that practical 
mastery of them is achieved. 
2. Have each student keep a record of the errors he makes in 
successive exercises, and try to make the number decrease from 
day to day. 
3. Keep continuous records of keyboard errors in order to determine 
persistent faults . 
4 . Show students how to practice effectively. 
5. Try to develop speed and accuracy simultaneously rather than 
first the one and then the other . 
6. Give tests in which students are required to stand up and 
remain standing as soon as they have made the first error . 
7. Urge students to type at just a little below top speed . 
a. Have oontests . 
9 . Penalize errors made by advanced students more heavily than 
those made by beginners . 
10. Require erasing of errors . 
lBlaokstone and Smith , op. ~·, P• 154. 
:14 
The following are devices for developing speed summarized from the 
Improvement of Instruction of Typewriting by Blackstone and Smi thl: 
1. Have the students practi ce for high speed on drills made up 
mostly of common words . 
2. Have the students practice for high speed ~ on speed 
sentences. 
3. Have the students write a short paragraph and determine the 
net rate per minute . 
4. Use recordings . 
s. Have longer speed tests . 
6. Encourage students to keep a little speed in reserve . 
7. Have the teacher dictate single words or sentences , and have 
the students write each word or sentence as many times as they 
can before the next ones are given . 
a. Give the students alphabetical sentences , warming-up exercises , 
and finger gymnastics. 
9. Keep a daily record of speed. 
10. Encourage students to write automatically . 
Albert c. Fries2 , well-known in the field of business education• 
suggests the following for increasing speed and accuracy: 
1 . De.monstrate at every OpPortunit.y . 
2. Teach to acquire a continuous rhythmic flow of movement from the 
start . 
libid, P• 221 
2Fries ~ Albert C. , "Developing Speed and Accuracy in Type t ing, n 
Improved Methods of Teachinb ~Busines s Monograph~~ P• 37. 
_1_5 
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3. Make your drills count. 
4. Keep your directions and explanations brief and concise. 
5. See to it that your students succeed. 
6. Use much easy pract i ce material. 
7. Alternate 11work11 and 11relax11 time during each class session. 
8. Use your interval timer, or stop watch, often. 
9. Study, check and attempt to improve the reading habits of 
your pupils 
10. Altermtte "drives 11 for speed and accuracy. 
11. Keep class and individual student charts. 
12. Use error charts for a constructive analysis of typing errors. 
13. Analyze your students at work and you need not check qu~tities 
of their work. 
14. Use gross rat es for determining progress in speed, and number 
of errors for evidence of progress in accuracy. 
15. See that time is not wasted in taking care of routine details 
or in the handling of the periphery skills. 
16. Do not spend too much time on repetition of the same materials. 
17. If possible, use only one make of machine for beginners. 
18. Check desk and chair heights for individual students. 
19. Use as many motivating devices--games contests, etc.--as you 
feel will be effective in a~ particular class. 
Provision for individual differences has become an immediate problem 
for teachers of skill subjects. However, R. F. Webblin 1931 believed that 
individual differences, although they exist, may be disregarded: 
nfebb, R. F~Principles and Methods~ Typewriting, Prentice-Hall, Inc~ 
New York, 1931, p~ 67. 
Individual differences there are, to be sure, but their 
existence is no reason for the disrupting of class organization 
and progress in the habit-starting and setting stages. As a 
matter of fact, if the teacher will apply strong enough stimuli~ 
these differences will not be nearly as apparent as when they 
are catered to; and much that might be taken at first sight for 
inability or native dumbness vrill turn out to be only 
sluggishness, laziness, or indolence. For the best interest of 
the mass--and the mas s must be taught--the best possible out-
comes should be obtained from the group, and then the group 
should be moved forward to the next problem. 
However, Blackstone and Smithl, as do many other educators, believe 
that individual differences should be considere and are vital factors in 
the typing classroom. They suggest that one way to meet these individual 
differences is b,y the variable-assignment plan: 
The use of the variable-assignment plan enables even the 
poor pupils to learn at least the minimum essentials needed 
to understand further units in typing and to enable tham later 
to secure and to hold at least the lower levels of office 
positions. Such a plan provides brighter students with new 
and interesting materials, keeps them working at approximately 
full capaoi ty, and tends to make typing experts of them. 
Finally, it furnishes the teacher with a mass of advanced 
enrichment material to supplement the textbook. 
Motivation is an important factor in the typing classroom, and the 
teacher cannot afford to overlook the advantages of using the various 
motivating devices. Anthony E. Conte2 lists some effective devices to be 
used for motivating a class• 
1. High praise and encouragement will develop confidence in 
students. 
2. The classroom should look like a typewriting room. 
lBlackstone and Smith, ~· cit., P• 212 
2conte~ Anthony E., _££• cit. p. 153 
1_7 
3. Use the bulletin board or any space available to displ~ 
work of students. 
4. Display speed scores of students. 
s. A graph showing the class median can be worked in oonjwtotion 
with speed chart. 
6. Establish an accuracy honor roll. 
7. Establish frequent relaxation periods. 
a. Encourage students to type certain types of class work such 
as English compositions. word studies. and notebooks. 
9. Occasionally give direct dictation at the machine. 
10. Allow students to do special work for the school·· 
11. Allow students to type letters that will be sent out. 
12. The typewriting period should resemble that of an office. 
13. Interest students in prizes and awards that are available. 
14. As students progress. allow tham to do such work as cutting 
stencils. 
Sister Mary Naomi Fitchlstressed the fact that motivation is a 
requisite of good teaching. Much literature in the field substantiates 
this view. She wrote: 
Effective motivation is a requisite of good teaching and 
economical learning. Typewriting is usually self-motivating at 
first, but every teacher of a skill has perhaps observed the 
discouragement that comes when the untrained muscles fail to 
coordinate with mind; and the work, in relation to the ultimate 
goal, seems hopeless to the student. An alert teacher can 
forestall this period of discouragement by the time~ use of 
well-planned devices which stimulates interest and reward 
efforts. 
lsister Ma~ Naomi Fitch, ~· cit. P• 60. 
j_8 
I~ 
Sister Mary Generose Musiall believed that motivation is a vital 
£actor in typewriting~ and she defines motivation as folloWs: 
Motivation has been defined a s stimulat ion of learning 
activities, and may be classified under two main headings: 
direct, which emphasizes fear of punishment or hope of reward; 
and indirect, which leads the pupil to do things because he 
wants to do t hem. The wish on t he part of the pupil to get a 
thing right, t he desire to do some certain t hing rapidly and 
accurately, to be good at the particular operation in question 
is such a type. It is the work of the teacher to provide this 
stilllulus. 
Sister M. Speciosa2 believes that audio-visual aids have a definite 
pla ce in the typewriting classroom. She wrote: 
Visual and audio-visual education is rapid~ ga~~ng a 
prominent place in typewriting teaching procedure. By audio-
visual aids we mean those aids which appeal to hearing as well 
as to sight. Many of these are being employed in teaching 
typewriting. 
Among the most commonly used visual aids in teaching 
typewriting are the blackboard; wall charts and graphs; posters; 
bulletin board with its ~ displays; silent projected pictures~ 
such as lantern slides, opaque projectors, and filmstrips; and 
the sound motion picture. 
!Sister Mary Generose Musial~ ~ ~· P• 44. 
2si ster M. Speciosa~ "Audio-Visual Aids in Teaching Typewriting," 
Balance Sheet, January, 1950, P• 211. 
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CHAPTER III 
PROCEDURE 
In conducting this study of teaching procedures in beginning type-
writing, the following steps were followed: 
1. By reading typewriting textbooks, periodicals, and research 
studies, the more important methods and techniques for teaching 
t ypewriting were compiled. 
2. Various textbooks, periodicals, and research studies, containing 
articles on the teaching of typewriting were analyzed to provide 
a background for this study. 
3. A questionnaire was constructed, which included questions designed 
to discover which methods the tea chers in the schools of 
~!assachusetts used. The newest ideas as well as the commonly 
accepted typewriting techniques were included in the choice of 
answers. 
4. A total of 245 quest ionnaires, together with letters of transmitta~ 
were sent to the teachers of first-year typewriting in each of the 
245 high schools offering business training in l~ssachusetts. The 
names of the schools were taken from the Educational Directory 
~ supplied qy the Massachusetts State Depa rtment of Education. 
5. Responses from 130 schools were received within t hree weeks. 
Three weeks later follow-up cards were sent to 115 schools which 
did not reply. As a result of the follow-up cards, 44 additional 
replies were received making a total of 174 responses, or 71 per 
20 
cent. 
6 . The responses were tabulated and interpreted in Chapter N. 
7. Based on the findings of this study, the summary, conclusions, 
and recommendations were formulated. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
Of the 245 schools solicited 174, or 71 per cent, replied. From the 
responses of the 174 schools, the following data was compiled. 
In Table I appears a summa~ of the different makes of typev~iters 
used by the first-year students in Massachusetts. This table indicates 
which machines were used most in the 174 high schools which replied to the 
questionnaire. The leading machines, based on this table, appear to be 
the Royal Typewriter as indicated by 172, or 99 per cent, of the schools; 
the Undervrood Typewriter as indicated by 158, or 91 per cent, of the schools; 
the L. c. Smith Typewriter as indicated by 133, or 76 per cen~ of the 
schools; and the Remington Rand Typewriter as indicated by 106 , or 60 per 
cent, of the schools. Another inter esting factor to note is that nine 
schools have adopted the use of the electric typewriter for first-year 
students. 
TABlE I 
KINDS OF MACHINES USED BY BEGNNING STUDENTS 
Royal 
Underwood 
MAKE 
L. C. Smith 
Remington Rand 
voodstock 
Electric 
Undenvood Noiseless 
Smith-Corona 
NO. OF SCHOOLS 
RESPONDING PER CENT 
172 99 
158 91 
133 76 
106 60 
16 9 
9 5 
1 
1 
22 
The 30 textbooks used in Massachusetts are compiled in Table II in 
the order of frequency based on the 160 responses from the teachers to this 
question. Of these 30 ~extbooks, the leaders are the 1942 edition of 
20th Centusr Typewriting by D. D. Lessenberry as indicated by 60 teachers, 
the 1947 edition of ~ Century ;ypewriting by D. D. Lessenber~ as 
indicated by 54 tea chers, and the 1946 edition of Typing ~Business qy 
Blanchard and Smith as indicated by 22 teachers. The other textbooks 
received only minor representation. 
As indicated by 170 responses, 108 teachers indicated that all the 
material used for first-year students does not come from typing books. 
However, 62 teachers indicated that all the material comes from the class 
typing book. The teachers seem to like the arrangement of most typing 
books as 103 teachers indicate that the lessons are followed as they are 
presented in the typing book, and 68 teachers indicate t hat such material 
is not followed at it is presented in the textbook. 
3 
II 
I· 
I 
AUTHOR 
D. D. Lessenberry 
D. D. Lessenberry 
II 
Blanchard and Smith 
Sorrelle, Smith, Foster, and 
Blanchard 
Sorrelle, Smith, Foster, and 
Blanchard 
Korona and Rowe 
Walter Yfuite 
Lessenberry and Jevon 
White and Reigner 
White and Reigner 
s. J. Wanous 
Walter 1Thite 
Blackstone 
Harned 
Wallace Bowman 
II 
D. D. Lessenberry 
Tidwell 
Nina K. Richardson 
White and Reigner 
c. Overstreet 
c. Overstreet 
Merta Reed 
Ollie Depew 
Esta Ross Stuart 
Adelaide Hakes 
Adelaide Hakes 
Sorelle and Smith 
L. May Eisenhart 
Alan c. Loyd 
Eldridge, Craig, and Fritz 
-
TABLE II 
TEXTS USED BY FIRST-YEAR STTJDENTS IN TYPEt'lRITI NG 
TEXT 
20th Century Typewriting 
20th Century Typewri·l:;ing 
Typing for Business 
Gregg Typing 
Gregg Typing 
Business and Personal Typing 
Typing for Accuracy 
20th Century Typewriting 
Rowe Typing 
Rowe Typing 
Basio Typewriting Drills 
Typing for Accuracy 
Speed Typing 
New Typewriting Studies 
Letter Writing for Typing 
20th Century Typewriting 
Advanced Speed 'I'Irping 
Typ9 With One Hand 
Rowe Typing 
Fifteen Minutes A ~ 
Fifteen Minutes A Day 
Rlzythmio Drills 
Complete Typewriting 
Stuart Typing 
Typewriting Speed Studies 
Typawriting ,Speed Studies 
Gregg Typing 
Basic Typing 
Personal Typev~iting 
First Course in Expert Typing 
COPYRI GHT DATE 
1942 
1947 
1946 
1941 
1937 
1940 
1945 
1938 
1948 
1941 
1944 
1940 
1943 
1930 
1938 
1933 
1943 
1946 
1935 
1942 
1941 
1944 
1948 
1939 
1938 
1942 
1943 
1937 
1946 
1935 
TEAChl8RS RESPONDING 
60 
54 
22 
8 
8 
6 
5 
5 
4 
3 
3 
2 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
! ==! - . - ~ c:: = 
~ 
Based on 160 responses, Table III reveals the textbooks being used 
in Massachusetts listed according to the year of publication. The reader 
will note that the major portion of the schools are using textbooks that 
were published somewhere from 1940 through 1948. Sixty-two teachers 
indicated that schools were using typewriting textbooks published in 1942, 
54 teachers indicated that they were using books published in 1947, while 
23 teachers indicated that they were using textbooks published in 1946. 
Representing the years from 1940 through 1948, a total of 176 responses were 
indicated by the teachers using books published during this period. 
Representing the years 1925, 1930, 1933, 1935, 1937, and 1938, the total 
number of textbooks used by the teachers during this period was 21. Thus, 
most of the schools seem to be using textbooks that are fairly up to date. 
TABLE III 
TYP~VRITING TEXTBOOKS OF FIRST-YEAR STUDENTS 
ACCORDING TO PUBLICATION DATES 
1925 
1930 
1933 
1935 
1937 
1938 
1940 
1941 
1942 
1943 
1944 
1945 
1946 
1947 
1948 
TEACHERS RESPONDING 
1 
1 
1 
2 
9 
7 
8 
12 
62 
3 
4 
5 
23 
54 
5 
25 
Based on the replies of 166 teachers, Table IV indicates the number 
of years that typewriting is taught in the schools of Massachusetts . That 
typev~iting is t aught for two years is indicated by 92, or 53 per cent, of 
the teacher s, wlule 67, or 39 per cent, of the teachers indicated that 
typmvriting is taught for three years. Only one school taught ~pewriting 
for one year. 
TABLE IV 
NUMBER OF YEARS TYPEWRITING WAS TAUGHT IN THE SCHOOLS OF 
MASSACHUSETTS 
NO. OF YEARS TB.ACHERS 
OFFERED RESPONDING PER CENT 
2 92 53 
3 67 39 
No res~onses 8 5 
qz 6 3 
1 1 
Table V shows the kind of typewriting courses offered in our schools. 
These courses are divided into the vocational typewriting course as indicated! 
by 104 teachers, the nonvocational typewr i ting course as indicated by 69 
teachers, and the combination typevrriting course including both vocational 
and nonvocational typewriting as indicated by 81 teachers in _iassachusetts. 1 
26 
TABLE V 
KINDS OF TYPEIHUTING COURSES .AND THEIR REPRESENTAT ION 
IN THE SCHOOLS OF MASSACHUSETTS 
COURSE 
Vocational 
Combination 
Nonvocationa.l 
TE.CHERS RESPONDING 
104 
81 
69 
Based on the responses of 174 tea chers , Table VI shows which students 
are allowed to truce the various typewriting courses. The college 
curriculum students lead in electing the nonvocational typevrriting program 
as indicated by 68 teachers. Such a course will probably aid them in 
their future work. The busines s curriculum students are vocationally minded 
and lead the vocational typewriting course as indicated by 109 teachers. 
The combination typewriting course is a popular choice of the college currie-
ulum students as indicated by 64 tea chers, the business students as 
indicated by 61 teachers , the general students as indicated by 63 t aachers, 
and the technical students as indicated by 20 teachers. 
TABLE VI 
TYPES OF STU)ENTS ALLO ED TO TAKE TYFEWRITING COU SES 
Types of Students 
College curriculum students 
Business curriculum students 
General curriculum students 
Technical curriculum students 
RESPONSES INDICATED BY SCHOOLS 
Vocational Nonvocationa.l Combination 
18 68 64 
109 5 61 
36 28 63 
8 19 20 
~ 7 
If 
II ll 28 
'I 
The demonstration technique, as indicated by 173 teachers in Table VII, 
Ite.m 1, has been recognized as an important factor in teaching ~Jpewriting. 
Five teachers only indicated that they did not use demonstration at all. 
However, 104, or 60 per cent, of the teachers used demonstration II 
occasionally during the year, while 64 or 37 per cent, of the teachers 
indicated that t his technique is used extensively during the year. Thus, 
the major portion of teachers realize that the students must s ee as wel~ as 
hear how to pe rform the various phases of typewriting. 
Based on 174 responses, 32, or 18 per cent, of the teachers are using 
the accuracy a pproa ch; 15, or 9 per cent, of the teachers are pla cing 
emphasis on the speed a pproach; while the combi nation approach is used by 
127, or 73 per cent, of the t eachers. Thus, as indicated in Table VII, 
Item 2, one may see a sharp decrease in the u se of the accuracy approach, 
but only a minor adoption of the speed approach. 
As indicated in Table VII, Item 3, the combination of the vertical 
and horizontal a pproach s eems to be the leading choice with 114, or 66 per 
cent, of the teachers supporting this choice. The vertical approach 
received t he support of 43, or 25 per cent, of the teachers, while t he 
horizontal a pproach sharply decr3ased as indicated by 12, or 7 per cent, of 
the teachers. One response indicated the use of the word a pproach. 
As indicated in Table VII, Item 4, the t eachers of Massachusetts s eem 
to realize the necessity of emphasizing the importance of proofreading 
because 114, or 66 per cent, of the t eachers indicated that students were 
'I 
__ ll 
required to proofread on all papers~ while 53 ~ or 30 per cent~ showed that 
students proofread most papers. Only seven~ or 4 per cent~ of the teachers 
indicated that students proofread work only when specified. No school 
indicated that proofreading was not used at all. 
As indicated in Table VII~ Item 5~ 44, or 25 per cent~ of the 
i 
teachers do not take advantage of pretranscription training for their 
students. However~ 17~ or 10 per cent~ of the teachers indicated that 
pretranscription training is stressed very frequently; 41, or 24 per cent, 
stressed pretranscri ption just frequently; and 72, or 41 per cent, stressed 
such training only occasionally. 
Schools in Massachusetts , as shown in Table VII~ Item 6~ are beginning 
to be aware of dictation to the machine as a good technique in teaching 
typewriting because 116, or 67 per cent, of the teachers state that 
dictation to the machine is given occasionally; 22, or 13 per cent, of the 
teachers give dictation to the machine frequently; and seven, or 4 per cent, 
of the teachers give this training very frequently. However~ 29, or 17 
per cent~ of the teachers have not yet realized this technique as they have 
indicated that dictation to the machine is not used at all. 
Out of 174 teachers responding to the question of eras ing, 34, or 
20 per cent, of the teachers do not teach erasing at all during the first 
year of typewriting. As indicated by 140 teachers that teach erasing 
during the first year of typewriting, Table VIII indicates the month of the 
year when erasing is first taught. Erasing seems to be taught most during 
the last five months of the school year as indicated by 96 teachers with 
heavy emphasis around March and April. A total of 44 teachers indicated 
that erasing was taught during the first five months of the school year. 
ll 
II PHASE 
1 . Demons-tration 
2. Typewriting approach 
3. Keyboard approach 
4 . Proofreading 
5. Pretransoription training 
6. Dictat ion to the student 
at t ypewrit er 
TABlE VII 
PHASES OF TYPE\'ffiiTING 
DEGREE OF USE 
Used occasionally during the year 
Used extensively throughout the year 
Not used at all 
No response 
Combination of the accura cy and speed 
approach 
Accuracy approach 
Speed approach 
Combination of the horizontal and 
vertical approach 
Vertical approach 
Horizontal approach 
Word approach 
No response 
Done on all papers 
Done on most papers 
Done only when specified 
Not done at all 
Used occasionally 
Not used at all 
Used frequently 
Used very fre quently 
Used occasionally 
Not used at all 
Used frequently 
Used very frequently 
TEACHERS RESPONDING PER CENT 
104 60 
64 37 
5 3 
1 
127 73 
32 18 
15 9 
114 66 
43 25 
12 7 
1 
4 2 
114 66 
53 30 
7 4 
0 0 
72 41 
44 25 
41 24 
17 10 
116 67 
29 17 
22 13 
7 4 
0 
TABIE VIII 
MONTH OF Y"'o.J.lffi ivHEN ERASING 1 :ti.S TAUGHT IN F'IRST-l'EJI..R 
TY?EWRITING 
Month 'fuen Taught 
September 
October 
November 
December 
January 
February 
March 
April 
May 
June 
Teachers Responding 
1 
2 
10 
14 
17 
17 
19 
25 
25 
10 
Out of the 140 teachers, as indicated in Table IX, that teach 
erasing during the first year of typewriting, 93 teachers indicate that 
erasing is done only when s pecified; 41 teachers indicate that erasing is 
done on most assigned work; and six teachers do not allow eras ing even 
after it has been taught. 
TABlE IX 
EXTENT TO WHICH ERASING IS ALLO\,~D AFTER INTRODUCTION 
Degree of Usage 
On~ when specified 
On most as signed work 
Not allowed at all 
Teachers Responding 
93* 
41 
6 
*This table is based on 140 re sponses from t he 
teachers of ~~ssachus etts 
il 
I 
I 
r 
I 
I 
Some of the devices used by the teachers of Massachusetts to develop 
proofreading skill are indicated in Table X. The leading device as indicated 
by 160 ~ or 92 per cent ~ of the teachers was having students check their own 
papers . However~ 112 ~ or 64 per cen~ of the teachers penalized students for 
not finding all errors ~ while 85 ~ or 49 per cent~ of the teachers had 
students exchange papers . 
DEVICES USED TO DEVELOP PROOFREADING 
Devices Teachers Responding Per Cent 
Have students check their own papers 160 
Penalize students for not finding all errors 112 
Have students exchange and proofread each 
other's work 85 
Give extra credit if students find all errors 20 
Give material with errors to be corrected 8 
Give rough drafts 3 
Give special statistical projects 1 
Allowing students to do related work in first-year typing is a 
debatable issue. Table XI indicates that 44~ or 25 per cent ~ of the 
92 
64 
49 
11 
5 
2 
teachers do not have their students participate in any related typewriting 
activities. However~ 79~ or 45 per cent, of the teachers allowed their 
students to do work for other teachers ; 57, or ~ 3 per cent , allowed the 
students to work on the school paper; 51~ or 29 per cen~ allcwred students 
to do work for outside organizations ; 38 ~ or 22 per cent, allowed students 
to type programs for school activities; 35, or 20 per cent , allowed students 
to work in the school office; and 27, or 16 per cent, of the teachers 
allowed students to do personal work. 
TABLE XI 
I ======RE= LA= T=E=D=T=YPEW==IR=I=T=I=N=G=A=CT=IV= I=1'=IE=S=· =D=O=N=E~=B=Y=F=I=RS=T=-=YEAR=S=T=UD=E=l~=TS==== = 
Activities 
Work for teachers 
Work on the school newspaper 
T,yping t ulletins for the school 
Typing master copies 
Work for outside organizations 
T,yping programs for school activities 
Work in the school office 
Personal work of students 
Not allowed 
Teachers Responding 
79 
57 
51 
48 
46 
38 
35 
27 
44 
Per Cent 
45 
33 
29 
28 
26 
22 
20 
16 
25 
1 Provision for individual differences is a problems which crops up in 
the ~Jpewriting classroom yearly. Various methods for providing for 
individual differences are indicated in Table XII by the teachers in the 
schools of Massachusetts . The leading methods seem to be giving extra 
credit for extra work as indicated by 115, or 66 per cent, of the teachers; 
I setting up minimum and maximum requirements as indicated by 100, or 57 
per cent, of the teachers ; and allowing students to progress at -ci:1eir own 
rates as indicated by 83 , or 48 per cent, of the teachers . 
TABLE XII 
METHODS USED IN PROVIDING FOR H PIVIDUAL DIFFEREKCES 
Methods 
Give extra credit for extra work 
Set up minimum and maximum requirements 
Allow students to progress as their mvn 
rates I Make an analysis of students' typing 
errors 
Assign work based on speed and accuracy 
ability 
Teachers Responding Per 
115 
100 
83 
79 
47 
Cent 
66 
57 
48 
45 
27 
33 
I 
I 
I 
I 
I 
I 
.I 
All schools appear to have a particular policy regarding remedial work 
in typewriting . Many educators feel that the element of remedial work may 
aid marginal students to avoid failures. Table XIII indicates the devices 
for remedial aid used by the teachers in the schools of Massachusetts. 
Leading the list is having remedial instruction as part of the regular class 
as indicated by 125, or 72 per cent, of the teachers. However, 98, or 56 
per cent, of the teachers indicated that remedial instruction is given 
after school at the request of the teacher. 
TABlE XIII 
DEVICES FOR ~~DIAL AID 
Devices Teachers Responding 
As a part of the regular class 125 
After school at the request of the teacher 98 
Left up to the student 25 
As a separate clas s which is compulso~ 13 
Per Cent 
72 
56 
14 
8 
In Table XIV various devices for handling failures, if they occur, are 
I 
j 
II 
,, 
II 
I 
11 
I 
devices are giving remedial work to failing students 
66 per cent, of the teachers; analyzing difficulties ! 
of students and having students practice the difficulties as indicated by 
indicated. The leading 
as indicated by 114, or 
108, or 62 per cent, of the teachers. An interesting factor to note is 
that only three, or 2 per cent , of the teachers indicated placing students 
in special classes. 
34 
I 
11 
TABLE XIV 
DEVICES FOR HANDLING FAILURES 
Devices 
Give remedial work 
Analyze difficulties and have students 
practice them 
Give a complete review of beginning work 
Advise students to drop course 
Placed in special classes 
Teachers Responding Per Cent 
114 66 
108 62 
39 22 
26 15 
3 2 
No one in teaching today can overlook the power of motivation in the 
classroom. Students must constantly be motivated to keep the interest in 
the typewriting classroom constant . Table "'JY indicates the various devices 11 
of motivation used~ the teachers of Massachusetts based on 174 responses. 
The leading devices are bulletin-board displays as indicated by 131, or 
75 per cent, of the teachers i keeping a pupil progress chart as indicated 
by 109, or 63 per cent, of the teachers ; and setting up specific standards 
for students to meet as indicated ~ 99, or 57 per cent, of the teachers. 
TABlE "1Y 
MOTIVATION DEVICES USED BY TEACHERS IN MASSACHUSETTS 
Devices 
Bulletin-board displays 
Student chart of progress 
Specific standards for students to meet 
Competition between students 
Awards 
Demonstrations 
Films 
Teachers Responding 
131 
109 
99 
95 
76 
75 
58 
Per Cent 
75 
63 
57 
55 
44 
43 
33 
35 
I' 
,, 
Audio-visual aids have become very prominent in the classrooms for 
more effective teaching. The typewriting classroom, too, has a place 
I 
for visual aids as indicated by Table XVI. Based on 174 responses from !1 
the teachers of Massachusetts, the leading devices seem to be demonstration 
as indicated by 168, or 97 per cent, of the teachers; typewriting keyboard 
charts as indicated by 163, or 94 per cent, of the teachers; and the use 
of music as indicated by 90, or 52 per cent, of the teachers. An 
interesting factor to note is the important part that music holds in this 
audioJVisual field. 
TABLE XVI 
AUDIO-VISUAL AIDS USED IN BEGINNING TYP~IRITING 
Audio-Visual Aid 
Demonstration 
Typewriting keyboard charts 
Music 
Films 
Recordings of dictated material 
Teachers Responding Per Cent 
--~----~--------~---
168 
163 
90 
79 
9 
97 
94 
52 
43 
5 
Table XVII indicates the month of the year when the various timed 
writings are first given to first-year students. The reader should note 
that 42 teachers give students the one-minute timed v~iting during the 
first hal£ of the year; 148 teachers give the t hree-minute timed writing 
during the first hal£ of the year; 128 teachers give the five-minute timed 
writing during the first hal£ of the year; 42 teachers give the ten-minute 
timed writing during the first hal£ of the year; and six teachers give the 
II 
II 
I' 
37 
fifteen-minute timed writing during the first half of the year. These 
results should be compared with those of the second half of the year such 
as 86 teachers give the one-minute timed writing during the second half 
of the year; four teachers give the three-minute timed writing during the 
second hal£ of the year ; 26 teachers give the five-minute timed writing 
during the second half of the year; 87 teachers give the ten-minute timed 
1 writing during the second half of the yeara and 44 teachers give the 
fifteen-minute timed writing during the second half of the year. 
TABIE XVII 
MONTH OF Y!"_.AR \'mEN TIMED WRITINGS ARE GIVEN TO FIRST-YEAR STUDENTS 
One Three Five Ten Fifteen 
Month Minute Minutes Minutes Minutes Minutes 
September 5 1 
October 1 45 9 1 lr 
November 3 58 29 3 1 
December 13 31 58 13· 1 
January 25 9 31 25 4 11 
February 16 3 13 16 1 
March 27 10 27 7 
April 18 1 3 18 17 
May 20 20 12 
June 6 6 7 
II 
II 
II 
ll 
Table XVIII indicates the speed standards set up for the first-year 
students in typewriting. This table is based on the 142 teachers that 
set up standards for first-year typewriting. The leading standards seem to 
be the standard of 30 words a minute as indicated by 57 teachers, and the 
standard of 25 words a minute as indicated by 33 teachers. The standard of 
ten words a minute was indicated by one teacher, while the standard of 
15 words a minute was indicated by two teachers. One teacher indicated 
the standard of 50 words a minute, while three teachers indicated the 
standard of 45 words a minute. 
TABLE XVIII 
SPEED STANDARDS FOR FIRST-YEAR TYPING 
Net Words 
A Minute 
30 
25 
20 
35 
40 
45 
15 
50 
32 
24 
23 
10 
Teachers 
Responding 
57* 
33 
19 
14 
9 
3 
2 
1 
1 
1 
1 
1 
~liis ta6Ie 1s 6ased on 142 responses fro.m 
the teachers of Massachusetts. 
II 
II 
~-----
~ ' 
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Table XIX indicates which devices are used most frequently to increase 
accuracy. he device of using charts to motivate students to increase 
accuracy was found to be very effective by 65. or 37 per can~ of the 
teachersi effective by 40• or 23 per cen~ of the teachersi and less 
effective by 11. or 6 per cent.of the teachers. By totaling the very 
effective column and the effective column. 105. or 60 per cent. of the 
teachers support this device as compared with the 11. or 6 per cent. of 
the teachers which indicated this device to be less effective. However. 
setting up goals for students to meet was indicated to be very effective 
by 57. or 33 per cent of the teachers, and emphasizing repetition of 
familiar material was indicated to be very effective as indicated by 51• 
or 29 per cent, of the teachers. These devices received large support in 
the effective column. The devices that received a heavy response in the 
less effective column seam to be having students keep charts of individual 
errors as indicated by 37. or 21 per cent, of the teacherSJ requiring 
erasing as indicated by 34• or 20 per cent. of the teachers; and penalizing 
students for errors as indicated qy 32. or 18 per cent. of the teachers. 
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TABlE XIX 
DEVICES USE~ MOST FREQ~TTLY TO INC~E ACCURACY 
V_ery_ _!.ffeotive E.ffective Less Effective 
·----- Pe-r Cent Teachers Per Cent Teachers Per Cent Teachers 
-
Use charts to motivate students to 
increase their accuracy•••••••••••• 65 37 40 23 11 6 
Set up accuracy goals for students 
to meet••••••• ••••••••••••••••••••• 57 33 4a 2a 12 7 
.. 
Emphasize repetition o.f familiar 
materials •••••• ••••• ••••••••••• •••• 51 29 a3 4a 5 3 
Urge students to type a little below 
their speed•••••••••••••••••••••••• 50 29 80 46 la 10 
Direct contests in class emphasizing 
accuracY••••••••••••••••••••••••••• 4a 2a 52 30 9 5 
Give remedial practice on corrective 
material••••••••••••••••••••••••••• 47 27 75 43 a 5 
Have students practice on accuracy 
drills···•••••••••••••••••••••••••• 39 22 92 53 14 a 
Penalize students .for errors••••••••• 34 20 63 36 32 la 
Have students keep charts of · 
individual errors•••••••••••••••••• 29 17 40 23 37 21 
Require erasing •••••••••••••••••••••• 10 6 27 16 34 20 
I 
II ~ 
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Table XX indicates which devices are used most frequently to increase 
speed. The device of using t.yping drills such as acceleration sentences 
was found to be very effective by 101, or 58 per cent, of the teachers; 
effective by 55, or 32 per cent, of the teachers; and less effective by 
one teacher. By totaling the effective and very effective columns 156, 
or 90 per cent, of the teachers support this device as compared with one 
teacher who considered this device less effective. Also, having repetition 
of familiar material was indicated by 80, or 46 per cent, of the teachers 
as being very effective, and having the teacher keep a progress chart of 
the class was indicated by 71, or 41 per cent, of the teachers as being 
very effective. These devices received large support in the effective 
column. The devices that received a heavy response in the less effective 
column see.m to be dictating to pupils at the machine as indicated by 33. 
or 19 per cent, of the teachers; . and the use of recordings as indicated 
by 22, or 13 per cent, of the teachers. 
TABLE XX 
DEVICES USED MO_ST FREQUENTLY TO INCREASE SPEED 
Very Effective Effective Less Effective 
Devices ~T~e-a-o~h~e-r-s--~P~e-r~C~e-n~t----~T~e-a-o~h-e_r_s--=P-e-r~C--ent Teachers Per--Ce-n~t----~.l 
Typing drills such as acceleration 
sentences and warm-up drills ••••• 
Have repetition of familiar 
material ••••••••••••••••••••••••• 
Have the teacher keep the progress 
of the class on a master chart or 
graph•••••••••••••••••••••••••••• 
Practice on commonly used words •••• 
Set up speed goals for students to 
meet ••••••••••• •. • •. • •••• • • • • • • • • 
Practice refinement of techniques 
such as correct carriage return 
and insertion of paper ••••••••••• 
Direct speed contests in class ••••• 
Dictate to pupils at t he t ypewri ter 
Use recordings •••.••••••••••••••••• 
101 58 
80 46 
71 41 
69 40 
65 37 
63 36 
61 35 
19 11 
19 11 
--- -
55 32 1 
46 26 11 6 
40 23 8 5 
59 34 8 5 
50 29 9 5 
70 40 9 5 
40 23 8 5 
44 25 33 19 
17 10 22 13 
~ 
~ 
CHAPTER V 
SUM!·:ARY, CONCLUSIONS , AND REC01'U.viENDATIONS 
The purpose of this study was to determine the extent to which the 
various methods and techniques of first-year t ypewriting are used in the 
schools of 1mssachusetts. 
This chapter summarizes the findings on the major and subordinat e 
problems involved in this study. 
1. The leading typewriters used in the schools of Massachusetts seem 
to be t he Royal Typewriter as indicated by 172, or 99 per cent, 
of the teachers; the Underwood Typewriter as indicated by 158, 
or 91 per cent, of the teachers; the L. c. Smith Typewriter as 
indicated qy 133, or 76 per cent of the t eachers; and the 
Remington Rand Typewriter as indicated by 106, or 60 per cent, 
of t he teachers. 
2. Based on 174 responses from the teachers of Massachusetts, a 
total of 30 different textbooks were used in the schools. Of 
this group, the majori~ used textbooks t hat were published 
from 1940 through 1948. 
3. Typewriting vms offered for two years by 92, or 53 per cent, of 
the schools; and typewriting was offered for three years by 67, 
or 39 per cent, of the schools. 
4. Based on 174 responses, 104 schools indicated that t he vocational 
typev~iting course was offered; 81 schools indicated that the 
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combination t ypewriting course was of fered; and 69 schools 
indicated that the nonvocational t ypewriting course was offered . 
5. The demonstration technique has been adopted b,y the majority of 
schools, as 168, or 97 per cent, of t he tea chers indicated its 
use in the classroom. 
6 . The combi nation of the s peed and ac curacy approach seemed to 
receive the major support >rith 127, or 73 per cent, of the 
teachers indicating its use in the classroom as compared with 
32, or 18 per cent, of the teachers using t he accuracy approach; 
and 15, or 9 per cent, of t he t eachers using the speed approach . 
7. The combination of the vertical and horizontal approach in 
a. 
teaching the keyboard received the support of 114, or 66 per cent, 
of the t eachers . Forty- three, or 25 per cent, of the teachers 
advocated the vertical approach; and 12, or 7 per cent, of the 
t eachers used the horizontal approach. 
The teachers of Massachusett s realized the necessity of proofreading\\ 
as 174, or 100 per cent, of the t eachers indica ted that proofreading 
'<a s stressed in the classroom. 
9. An important f actor t o note i s t hat 44 tea chers, or 25 per cent, 
did not t ake advantage of pretranscription training a s compared 
with 130 teachers , or 75 per cent, t hat did stres s such training 
in the t ype>vriting classroom. 
10. Dictation to the student at the machine has become a technique which 
145, or 83 per cent, of the teachers are using as compared with 29, 
or 17 per cent, of the teachers that do not use this technique at 
all . 
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11. The findings indicated that 140 teachers taught erasing during 
the first year of typmvriting as compared with 34 teachers that 
did not teach typewriting. Out of this group~ 44 teachers 
taught typewriting during the first half of the school year~ 
and 96 teachers taught typewriting during the second half of 
the school year with heavy emphasis during April and ~~. 
12. Various techniques to develop proofreadfug skills have been 
suggested. The leading techniques were having students check 
their own papers as indicated by 160~ or 92 per cent~ of the 
teachers; penalizing students for not finding all errors as 
indicated by 112~ or 64 per cent~ of the teachers; and 
exchanging papers as indicated by 85, or 49 per cent, of the 
tea chers. 
13. ~s indicated by the various teachers 44, or 25 per cent, did 
not allow students to do related typewriting activities during 
the first year of typewriting. According to those that did 
allow this work to be done, 79 or 45 per cent, of the teachers 
allowed students to do work for other teachers; 57, or 33 per 
cent, allowed these first-year students to type bulletins for 
the school. 
14. Various methods were indicated for providing for individual 
differences. The leading methods were giving extra credit for 
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work as indicated by 115, or 66 per cent, of the teachers• 
setting up minimum and maximum requirements received the 
support of 100, or 57 per cent, of the teachers; and 
allowing students to progress at their own rate was indicated 
by 83, or 48 per cent, of the teachers. 
15. Various devices were used to give r&.medial aid to students. 
The leading devices were giving this aid during the regular 
class as indicated ~ 125, or 72 per cent, of the teachers; 
and after school at the request of the teachers as indicated 
by 98, or 56, per cent of the teachers. 
16. Various devices were used ~ the teacher for handling failures. 
The leading devices were giving ramedial work as indicated by 
114, or 66 per cent, of the teachers~ and analyzing difficulties 
of the students as indicated by 108, or 63 per cent, of the 
teachers. 
17. The motivating devices most commonly used were bulletin-board 
displays as indicated by 131, or 75 per cent, of the teachers; 
keeping a student progress chart as indicated by 109, or 63 per 
cent, of the teachers• and setting up specific standards as 
indicated by 99, or 57 per cent, of the teachers. 
18. The leading audio-visual aids seemed to be demonstration as 
indicated by 168, or 97 per cent, of the teachers; typewriting 
keyboard charts as indicated by 163, or 94 per cent, of the 
teachers; and music as indicated by 90, or 52 per cent, of the 
teachers. 
19. As indicated by the teachers or Massachusetts, 42 teachers gave 
the one-minute timed writing during the first half of the year, 
148 teachers gave the three-minute timed writing during the 
first half or the year, 128 teachers gave the five-minute timed 
writing during the first half of the year, 42 teachers gave 
the ten-minute timed writing during the first half of the year, 
and six teachers gave the fifteen-minute timed writing during 
the first half of the year. These results should be co.mpared 
with those of the second half of the year such as 86 teachers 
gave the one-minute timed writing during the second half of 
the year, 26 teachers gave the five-minute timed writing 
during the second half of the year, 87 teachers gave the ten-
minute timed writing during the second half of the year, and 
44 teachers gave the fifteen-minute timed writing during the 
second half of the year. 
20. As indicated by the 140 teachers that set up speed standards, 
the following standards were indicated as the leaders: 57 
teachers indicated 30 words a minute as their standard, 33 
teachers indicated 25 words a minute as their standard, and 
19 teachers indicated 20 words a minute as their ~andard. 
These results are based on net words a minute. 
21. Various devices were indicated to increase accuracy. As indicated 
by 65, or 37 per cent, of the teachers, motivation charts were 
considered as very effective ; 57, or 33 per cent, indicated that 
setting up accuracy goals for students were very effective; and 
_7 
51~ or 29 per cent~ of the teachers indicated that repetition 
of familiar material was very effective. 
22. Various devices were indicated to incr3ase the speed rates of 
the students. As indicated by 101, or 58 per cent, of the 
teachers, t yping drills such as acceleration sentences were 
considered to be very effective; 80, or 46 per cent, of the 
teachers considered repetition of familiar material as very 
effective; and 71, or 41 per cent~ of the teachers considered 
having a master progress chart of the class as being very 
effective. 
Recommendations For Further Study 
1. A study should be made comparing the typewriting standards of 
businessmen with the typewriting standards in the schools. 
2. A study should be made comparing the methodology used by the 
typewriting teachers with the methodology advocated by the 
leading authorities in the field. 
3. A study should be made analyzing the typewriting methodology 
and standards in the various sections of our country. 
il 
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APPENDIX A 
BosTON U NJVERSJTY 
ScHooL oF EoucATJON 
84 EXETER STREET 
BOSTON 16, MASSACHUSETTS 
The Business Teacher of First-Year Typewriting 
~nn Classical High School 
~~ Mas sa chusetts 
Dear Business Teacher : 
February 25, 1950 
As a means of improving typewriting instructian1 I am making 
a study of the teaching procedures used in beginning typewriting 
classes in the schools of Massachusetts . One of the primary aims 
of this study is to find out the methods that are used in actual 
practice by the teacher and , secondly, to determi ne which techniques 
are found to be most successful . 
Only through the co-operative efforts of business teachers 
throughout the state can the results of this study be significant. 
The tabulated results of this study will provide all typewriting 
teachers with valuable informat ion concerning the most commonly used 
procedures of teaching typing . 
Would you please complete and return the enolosed questionnaire 
at your earliest convenience. The questionnaire has been arranged to 
facilitate easy checking and will take only a few minutes of your 
time to complete. 
A stamped, self-addressed envelope is enclosed for your 
convenience. A prompt reply will be greatly appreciated. 
envelope 
questionnaire 
Yours very truly, 
Br~'"tnn ll ruvf"f"S ty 
::>ehool of Education 
1brary 
APPENDIX B 
COPY OF THE FOLLOW-UP CARD 
March 19 • 1950 
Dear Business Teacher: 
Three weeks ago I sent you a questionnaire entitled 
"A Study of Tea ching Procedures in Beginning Typewriting 
in the Schools of Massachusetts •" As yet. I have received 
no reply from your school. I hope to have 11\Y data 
complete by ~~rch 30. and would appreciate your mailing 
this questionnaire back to me as soon as possible. 
Thank you• 
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APPENCIX C 
A STUDY OJ:i' TELCHING PROCEDURES IN BEGINlHNG TYPEffiiTING IN THE SCHOOLS 
OF MASSACHUSETTS 
Name of School~------------------------- City 
---------------------------
1. Please check the makes of machines that are being used by beginning students. 
A. Royal 
-----...;:B. Underwood 
c. L. C. Smith 
------: D. Remington Rand 
-----..,_ E. Woodstock 
--------:F. Electric 
G. Other 
---------------------
2. List the textbooks that are used for first-year typing in yon s chool. 
Author Name of text Copyright date 
3. For how many years is typewriting offered in your school? 
4. Give the number of students enrolled in the following courses in your school. 
A. Vocationa.l typewriting 
-----B. Nonvocational (personal-use) typewriting 
c. Combination course: Vocational and Nonvocational typewriting 
------
5. Please check which students t ake the following typewriting courses. 
Vocational Nonvocational 
College curriculum students 
Business curriculum students 
General curricultnn students 
Technical curriculum students 
Other 
6. For whom is this nonvocational ~ev1riting course an elective? 
A· College curriculum students 
------~B. Business curriculum students 
C. General curriculum students 
-----~D. Technical curriculum students 
E. Other 
--~~------------
Combination 
7. To what exten~ is demonstra tion .by the teacher used as a technique in teaching 
t ypewritine;? 
A. Extensively throughout the year 
-----. B. Occasionally during the year 
------C. Not used at all 
D. Other 
8. Primarily which approach do you use in tea ching typewriting? 
A. Accuracy approach 
-----. B. Speed approach 
-------c. A combinati on of the accuracy and speed approach 
-----D . • Other 
-------------------
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10. 
hich approach has been the most successful in teaching the keyboard? 
A. Horizontal 
------~B. Vertical 
C. A combi nation of the horizontal and vertical approach 
--------~ D. other 
hen is erasing taught during the first year of typewriting? 
A. September F. February 
B. October G. March 
c. November H. April 
D. December I. May 
E. January J. June 
11. To what extent is erasing allowed in class after it has been introduced? 
A. On most assigned lessons and projects handed in 
-------~ 
_______ B. Only when specified 
C. Not at all 
--------~ D. other 
------------------
12. To what extent do students proofread theirwork? 
------~A. On all papers 
B. On most papers 
-----c. Only when specified 
---------, D. Not at all 
-------E. other _________________ __ 
13. Check the techniques that are being used to develop proofreading skills? 
A. Have students check their own papers 
-----B. Have students exchange and proofread each other's work 
-----c. Give extra credit if students find all their errors 
--------
________ D_. Penalize students for not finding all errors 
_________ E. Give special materials to develop proofreading F. Other _________ _ 
14. If 13-E is checked, please describe. _____________________________________ __ 
15. To what extent is preparation for pretranscription stressed in the typing 
typing class? 
16. 
----~A· Very frequently 
______ B. Frequently 
-------
C. Occasionally 
To what extent is dictation given to 
_____ A_ . Very frequently 
_________ B. Frequently 
________ c. Occasionally 
D. Not at all 
- ----- Other 
the student at the typewriter? 
______ D. Not at all 
E. Other 
-----
Please check the various audio-visual aids that are used in the type,vriting 
classroom. 
A. 
---------. B. 
-------c. 
----------. D. 
-----E. 
Typewriting keyboard charts 
Films 
Demonstrations 
Music 
Other 
-------------------
It/ ~s 
18. Please check which devices are used most frequently to increase accuracy. 
Very Less 
Effective Effective Effective 
A. Have students practice on 
accuracy drills .•....••.••••.••••.• ( 
B. Emphasize repetition of familiar 
material . ......•................... ( 
C. Have students k0ep charts of 
ind.i vidual errors ....••.••••••••••. ( 
D. Give remedial practice on 
corrective material •.••••••.••••••• ( 
E. Use charts to motivate students to 
increase their accuracy •••.••••.••• ( 
F. Urge students to type a little 
below their top speed •.•••••••••••• ( 
G. Penalize students for errors •••••••• ( 
H. Direct contests in class 
emphasizing accuracy ••••••••••••••• ( 
I. Require erasing •.••••••••••••••••••• ( 
J. Set up accuracy goals for students 
to meet . ..................••••...•• ( 
K. other 
----------------------------
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
( 
( 
( 
( 
( 
( 
( 
( 
( 
( 
) 
) 
) 
) 
) 
) 
) 
) 
) 
19. Check which devices are used most frequent6Y to increase speed. 
A. Typing drills such as acceleration 
sentences and war~up drills ••••••• ( 
B. Prad.ices refinement of techniques 
such as correct carriage return •••• ( 
c. Practice on commonly used words •.••• ( 
D. Use recordings •••••••••••••••••••••• ( 
E. Have repetition of familiar 
material•••••••••••••••••••••••••••< 
F. Dictate to pupils at the typewriter.( 
G. Set up speed goals for students to 
meet •.••••••••••••••••••••••••••••• ( 
H. Direct speed contests in class •••••• ( 
I. Have the teacher keep the progress 
of the class on a master chart or 
•graph . .......•.••..•.•••......•.••• ( 
) 
) 
) 
) 
) 
) 
) 
) 
) 
( 
( 
( 
( 
( 
( 
( 
( 
( 
) 
) 
) 
) 
) 
) 
) 
( 
( 
( 
( 
( 
( 
( 
( 
( 
( 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
c ) 
( ) 
20. Check the related typing activities that you allow first-year students to do. 
A. Work on the school newspaper -----~ B. Typing bulletins for the school 
------c. Typing master copies 
-------: 
____ .....,D. Typing programs for school activities 
E. ork in the school office 
------. F. ',fork for teachers 
-----G. \ ork for outside organizations 
------~ H. other 
------------
Check what is being done for individual differences. 
A. Set up minimum and maximum requirements 
----...-;:B. Give extra credit for extra work 
C. Allow students to progress at their o~n rate 
-----. D. Assign work based on speed and accuracy ability 
----...-..;: E. Make an analysis of students typing errors 
-------, F. Other 
-----------
22. How is remedial work handled? 
____ __;A. As a part of the regular class 
B. As a separate class which is compulsory 
------C. After school at the request of the teacher 
____ _,D. Left up to the student 
E. Other ________ _ 
23. Check the motivation devices that are used. 
A. Awards 
------B. Bulletin-board displays 
------C. Demonstrations 
____ ....;D. Student chart of progress 
E. Films 
------...., 
______ F. Specific standards for students to meet 
G. Competition between students 
------. H. other ___________ __ 
What is being 
_____ A:. 
_____ B. 
done with failures enrolled in the typevl!'iting class? 
Give remedial vork 
c. 
------
______ D. 
E. 
------F. 
Placed in special classes 
Give a complete review of the beginning work 
Analyze difficulties and have students practice them 
Advise the students to drop the course 
other 
-----------------
25. Is all the material used in class taken from typing books? Yes 
---
26. Is the order of lessons as presented in the text followed? Yes 
----
27. List the months that the following timed writings are introduced. 
one minute 
three minutes 
five minutes 
Months 
ten minutes 
fifteen minutes 
No 
-----
No 
---
Months 
28. vmat is the nummum speed requirements for first-year students at the end of 
the year? Gross words Net words 
---------
Please list any teaching devices which you have found successful and which are 
not covered in this survey. 
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